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-- which typewriter? 


=. BOSS and the customer see only the 
finished letter, note its legibility and 
neatness. But the secretary appraises her 


typewriter by the amountof work shemust 


turn out, and the time and eftort required. 
1 


On the strength of performance alone, 
thousands of secretaries are eagerly await- 
ing new Smith-Coronas. They're on the 


way, as fast as we can make them...as 


fast as we can get them into your hands. 





Copyricht 1946. L C SMITH & CORONA TYPEWRITER: INC SYRACUSE 1 NY 



































Smith-Corona 


Makers also of x ~» 


Smith-Corona Portables 
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Call of the Yukon Still Heard 


ind the Echo Reaches Us Here in the States 


A. ALAN BOWLE 
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Sheriff Barnes (standing/—taken last year at Yukon Winter Carnival at Whitehouse 
with one of the dog-teams entered in the race 
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You Might Be A Church Secretary 


HELEN WATERMAN 
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and responsive to sounds 
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DR. THOMAS TAPPER 


WAR IS 
NEVER 
OVER 

FOR THE 
RED CROSS 


a GIVE 


“EAR-MINDED?’’? 


The stenographer must be not alone ear-minded—keenly alert 


but equally eye- and finger-minded 
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Sidelights of Business 














i BANK OF ENGLAND 
ae CHAIR....- 
a THIS TYPE OF 

WOOP CHAIR, 
SAID TO HAVE 
ORIGINATED AT 

THE FAMOUS 

BANK, HAS 

BEEN POPULAR 

IN BUSINESS 

OFFICES FOR 

.MORE THAN 

A CENTURY 
ity ACCORDING TO 

THE WOOD 
OFFICE FURNITURE 
INSTITUTE. 


_ oe) FIRST CALCULATING 
MACHINE.... 

THe ABACUS, wiTH BEADS 

ON STRINGS, FOLLOWING 

THE DECIMAL SYSTEM, WAS 


USED FOR THOUSANDS OF 
YEARS FOR FIGURING. 


























STENOGRAPHER: 1000 B.C.— 
MOST MERCHANTS IN EGYPT AND 
OTHER ANCIENT COUNTRIES 
| COULD NOT WRITE,SO THEY 







DICTATED TO THOSE WHO 
COULD, THE CLERKS IN 
df EGYPT SAT ON FLOOR 

) WITH LEGS CROSSED. 


| \, 53 KINDS OF OAK... THERE ARE. 
wa 53 KINDS OF OAK TREES IN THE UNITED, 
















ITY FOR OFFICE DESKS AND 
CHAIRS. OAK AND WALNUT 
ARE THE MOST POPULAR WOODS 
USED IN OFFICE FURNITURE. 


















4 


T Cue Grece Writer, March, 194, 


“I Wasn’t Hired To Do That!” 


GEORGE M. DODSON 
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| MASTER THOSE BRIEF FORMS 


These facile abbreviations for the most frequently used words 








lend fluency and speed to the writing and reading of shorthand 
JANET KINLEY GREGG 
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of the Brief Forms 
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DriLts ON THE Brier Forms 


and Business Abbreviations in the Manua 
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Judging from Their Test Papers 


T RED TEACHE! Mam 
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Common Christian Names 
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HOW TO PASS EXAMINATIONS 


}You must know your subject. of course. but there are other 
| angles to qualifying on a test that are not to be overlooked 
. SARAH ALLEN 
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Information Desk 





Don't you often have questions to as 

about the work of secretarie Ss, Slenogr 

phers, typists, or shorthand reporters? Wh 

not send them to Information Desk. Th 

Grege H riter. 2 Vadison Avenue, Ne, 

) ork lo, A ) { letter is not necessary 
a postal card will do. 
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The Stenog ‘apher’s Place in 
Modern Russia 


to asl C. M. LITTELJOHN 
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Young typist at the headquarters of a 


Russian unit on the Northwestern 
Front in 1942 














Pur Grece Wrirer. March, 





Spoiled Stamped Paper 


Redeemable 
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Try the Stenography Correct Answers 
Department 
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HE HAS SOMETHING 


It was Mr. Kaiser who said it and, applyin 
the “impossible.” We can apply it ourselves 
FLORENCE ELAINE ULRICH 


with equal effect 


haven't got the right mate. W HAT typist 
ge ae ' 
li vou can’t find it, make t 


substitute, 


“Ti vou 
rial, get it. 


substitute. If you can't 


li you can't 
But above all, 


a 
improvise, 


improvise. 
make an innovation. 


GET THE JOB DONE!” 
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cAchievement Record 
of ) 


Certificates Awarded by 
The GREGG WRITER 
DV Madssoe A venue 
New York, N.Y. 
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lil clubs of test 
hecRing and unsure accura 
hip tests tor © | ( l and 0. G 


papers should 


y in making out 


Senior O. A. T. Test 
INSTRUCTIONS Iype the following copy en 
“ age, nicely displayed tor the printer to set 
Ivpe prices in separate column at right 
tabulator, and head it, PRICES ype 
hits in overhanging paragraph form 
are no more than 30 spaces wide 
Minimum office standard 
first writing, 20 minutes 


using 
items in 


Be sure lines 


Satisfactory work on 


PUBLICATIONS of the UNITED NA 
TIONS INFORMATION OFFICE 
UNITED NATIONS CONFERENCE ON 
INTERNATIONAL ORGANIZATION 
The San Francisco Conference 25c¢ 
TOWARDS A WORLD OF PLENTY 
The Story of the Food and Agriculture 
Organization 10c ASTART TOWARD 
FREEDOM FROM WANT The Story 
of the United Nations Conference on Food 
and Agriculture 10¢c MONEY AND 
THE POSTWAR WORLD The Story 
f the United Nations Monetary and Finan 
cial Conference 10c TOWARDS 
FREEDOM IN THE AIR The Story of 
the International Civil Aviation Conference 


10c HELPING THE PEOPLE TO 


HELP THEMSELVES The Story of 
the United Nations Relief and Rehabilita 
tion Admunistration 10« 

STUDY KITS ON THE UNITED 
NATIONS 

KIT No. 1 Study Kit including: 1 


UNITED NATIONS TODAY AND 
TOMORROW describing how the United 


Nations came into being. 48 pages 10c 
2. UNITED NATIONS PEOPLES 
AND COUNTRIES 68 pages 10c 


3. STUDY GUIDE 


operation with the 


prepared in co 
Office ot Educatic I 


10c 4+. TWENTY-THREE POSTER 
CHARTS showing the peoples of the 
United Nations, their work and thei 


countries . $2.00 SPECIAL PRICE FOR 
KIT as abov S including postage $2 25 


KIT No. 2 The Story of the San Fran- 
cisco discussions, the plan for the United 
Nations and accounts of the main associated 
agencies, including the following pamphlets 
1. UNITED NATIONS CONFERENCE 
ON INTERNATIONAL ORGANIZA 
TION, including 18 pages ot Conference 


pictures, 17 pages of text and 3 charts 
25c 2. CHARTER OF rHE 
UNITED NATIONS, together with the 


Statute of the International Court of 





March Test Material 


be accompanied by a typewritten list 
certificates 









of mames 


to expedite 
March copy ts good as member- 


1. until receipt of the April, 1946, issue 


Justice .10¢ 3. TOWARDS A WORLD 
OF PLENTY The Story of the Food and 
Agriculture Organization, 24 pages . 10c 
4. TOWARDS FREEDOM IN THE 
AIR The Story of the Internationa! 
Civil Aviation Conference, 32 pages 10c 
5. MONEY AND THE POSTWAR 
WORLD The Story of the United 
Nations Monetary and Financial Confer 
ence, 32 pages 10c 6. HELPING THE 
PEOPLE TO HELP THEMSELVES 
The Story of the United Nations Relief and 
Rehabilitation Administration, 18 pages 
10c 7. READING LISTS, etc., 
PRICE FOR KIT No. 2, as above, includ 
ing postage 6Uc 
THE UNITED NATIONS INFORMA 
TION OFFICE, Fifth Ave., New York 


T. Test 


[Type neatly the following 
using the headi 


Junior O. A. 


INSTRUCTIONS 
article on one page 
in all capital letters 


An Old Textile is Used Again. From th 
standpoint of quality, the mummies reposing 
in Leeds University Museum, in England, 
are better dressed than are the people 
of today. After 4,000 years, the cloth 
in which they are wrapped is still intact 
Made from ramie, the oldest natural 
fiber known to man, the cloth was 
called “‘grass linen’’ by the ancient Egyp 
tians, and although highly 
i fabric, it was not made in quantity because 
of difficulty in getting the fiber from the 
stalk 

Eight times stronger than cotton and 
six times stronger than silk, ramie is looming 
on the textile horizon as a possible rival to 
cotton. The plant, a stingless nettle, is a 
native of China and found in Japan, 
Australia, the Philippines, and Brazil. In 
the United States, reports the National 
Geographic Society, most ramie is grown 
in the Everglades Florida 
Extremely easy to warm 
climates, ramie can be cut as often as four 
It grows trom three to nine 


singie space 


desirable as 


section ol 
cultivate in 


times a year 
feet long, and the roots continue to sprout 
and grow, without much attention, for 
ten years 
Ramie fiber is one of the longest vege- 
table fibers known. It is unaffected by 
mildew, neither shrinks nor stretches, is 
lustrous and white without bleaching, and 


washes easily when (Continued on page 360) 

















Tut CREGC 


Use double spacing in typing this test 


A collection, whether of the eggs of birds or of 
funny pieces, is likely to reveal more about the collec- 
tor than about the subject. I know this to be true, 
because there was a cabinet containing the eggs of 
birds in the attic of the house in which I lived as a 
child, and although I learned very little about birds 
from this early and fascinating anthology, I caught 
quite a glimpse of the cousin who had assembled all 
those eggs under one roof. They were arranged ac- 
cording to a plan which struck me as admirable; they 
were placed according to size—starting with an ostrich 
egg and concluding with that of a hummingbird. I am 
sure that even at that date there must have been a 
more scientific way of grouping eggs, but there was no 
lovelier. It was a memorable collection. The cousin 
died in a gun accident before I ever encountered him 
in the flesh, but he was the only anthologist with 
whose taste I have been in complete agreement. There 
was not one egg that was not a perfect work of art. 

In this collection of humor, I have tried to select 
some things we like ourselves, and have made no at- 
tempt to throw anything in to please anybody else. 
This is a subtreasury designed for the safekeeping of 
our own valuables. Anyone else who wants to pay his 
way in is at liberty to wander about, criticizing the 
contents of the vaults and looking for trouble. That 
is part of your money’s worth. There are some well- 
known pieces in here, and some that are not well 
known, and two or three old chestnuts for roasting 
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Strokes 

over an Open fire some crisp, cool night. One thing 1576 

.. | you may not find in here is your favorite humorist, 1628 
ute ' and we strongly advise you not to look for him, poor 1681 
| fellow. We passed him on the street the other day 1732 
7 and he seemed far from well. 1762 
P In one sense, any compilation of reading matter is 181; 
a dubious project for anyone in his right mind to 1863 


7 undertake, and some of them that I have seen have 19] 
| reminded me strongly of the shell collections of ladies 1969 
who have just come in from their first day ona Florida —.2025 

beach. This anthology should be more resourceful and 207 


68 prettier, if only because our period of collection has 2154 
» | been a long one and we have discarded many speci- 2182 
9 mens that turned out to be defective or that grew dull = 2237 

after they had lain around. 2266 


* A lot of humor of fifty to one hundred years ago = 2315 
was dialect humor. Then was the heyday of acracker- = 236; 
barrel philosopher, sometimes wise, always wise-seem- 2419 
ing, and nowadays rather dreary. We plunged into = 240 
this period with willing hearts and open minds, and 2521 
4 | came out of it exhausted and not greatly enriched. 25 
I suspect that the popularity of all dialect stuff de- 2020 
| rives in part from flattery of the reader—giving him 2680 
| | a pleasant sensation of superiority which he gets from 2735 
' working out the intricacies of misspelling. This is 2788 
not the whole story, but it has some bearing in the — 2840 
matter. Incidentally, I am told by an authority on — 2892 
juvenile literature that dialect is tops with children. 2949 
They like to study out the words. When they catch — 300 
on to the thing, they must feel that first fine glow of ; 
maturity—the ability to exercise higher intellectual 3110 
powers than those of the character they are looking at. 
idapted from the Preface of “A Subtreasury of Amer- 
ican Humor” by E. B. and Katharine S. White. 


[Repeat from the beginning until end of the ten-minute test period.| 
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Typist Practical Speed Test 


We are providing a little different type of “Practical Speed Test” this month 
with more frequent use of the shift key. How does your speed on it compare 
with your speed on the Practical Test last month? 





Strokes 


A few months ago one of our clients decided that the time was ripe for 
publishing an institutional book. He felt that an interesting story of the 14; 
company, its progress and achievements, would influence customers and 217 
i prospects favorably. 239 


| WE WISH BUSINESSMEN WOULD KEEP DIARIES 


He would supply the necessary data for story and illustrations. Would 31 

we undertake to prepare the book? And we, sticking our neck out a mile, 383 

in our usual cheerful manner, said we would be delighted. We picked up 455 

the aforesaid data. After examining it thoroughly, our shudders registered 531 

a severe quake on the local seismograph. 573 

The “data” consisted of a number of product catalogs of various ages, 64 

' some scattered copies of directors’ meetings minutes, a few newspaper 
clippings, and a stack of glossy photoprints of products and shop equip- 784 

' ment all made during the last ten years. With this we were supposed to 850 
_— write and illustrate the story of a hundred-year-old corporation. Analysis 932 
showed gaps of whole decades, particularly in the first half-century, on 1005 
which we had no information whatever, but we'd said we'd do it, so we 1075 
had to. 1084 
We had to spend days checking old newspaper files. And more days 1150 
talking to ancient employees, many of them retired and more garrulous 122 
than informative. And more days digging through musty photographers’ 1290 
files. In fact, ten times as many days’ work as we had anticipated. That's 13 
why we wish that businessmen would keep “diaries.” It would be a simple 1444) 
matter to record the principal happenings of each business year. A. selected 
executive could handle this without interfering with his regular work. 1589 
| Literary style wouldn’t matter, but the kind of facts recorded would. 1660 
Such a “diary” should contain personalities—the names of current 1/26 
officers and directors, and of junior executives and department heads. It 1801 
should record promotions, too. That office boy who was just promoted 1871 

to cub salesman may be president in 1975. And it should tell a few human }O4 
interest stories of unusual employee achievements. In fact, in 1975, your 20.24 
customers will be more interested in these than in the names of this 2089 
year’s officers. 2107 

Let the “diary” list business facts aplenty. It can tell of changes in 217 
policies and methods, of new equipment and plant additions, of improved 225] 
products and new products, of production records and sales statistics. 2323 


And let the “diary” be illustrated, or a separate annual file of pictures 239 
' maintained. Such pictures should include photos of personnel, of plant 2469 
and equipment, of products and of events. Finally, make the author of the 2544 
“diary” responsible for its preservation. Because people have a habit of 2618 
“borrowing” photos and clippings. Such borrowers, unless watched with 2689 
a cold and skeptical eye, will make your diary disappear like last year’s 2763 
be gross profits. 277 
a If your business is an old one, the author of your “diary” will have a 
ee real job gathering the necessary facts for past years. But if he keeps at it, 2929 
hh he will be amazed at the amount of material he can gather. And you will 3002 
be amazed at the many valuable uses of such material, in advertising, 3072 
in sales promotion, in employee relations.— J. ¥ . Clement Co., Printers 3114 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive. 
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Graded Letters 


A. E. KLEIN 


For Use with Chapter Seven of the Manual 
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Graded Letters 
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Graded Letters 


\. E. KLEIN 
For Use with Chapter Nine of the Manual 
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